
 

 

Controller of Accounts and Finance 

Overall purpose 

To develop and monitor financial and accounting systems (including  budgeting, MIS, 
income tax, GST, EPF, ESI, pay fixation, DA, leave rules and LTC) in line with legal 
requirements and good management practice.  

Age 

Above 35 years 

Educational Qualifications 

M.Com/CA/MBA/ICWA 

Experience 

At least 10 years of relevant experience preferably in a public sector undertaking or in a 
school or educational Society. 

Salary 

7.2 L - 12 L per annum depending on experience and suitability 

Knowledge and Skills  

 knowledge of accounts and accounting practices in india 

 knowledge of financial laws as applicable to schools and societies 
 knowledge of all procedures and laws related to Income Tax, Provident Fund, 

GST,  ESI, Gratuity etc. which have financial implications. 

 good communication skills in English and Hindi; capacity to communicate clearly 

 good analytical and reporting abilities 

 capacity to focus on priorities and organize work to deliver on time 

 capacity to monitor progress of work and guide, and supervise teams 

 strong IT skills 

 

Personal Qualities 

 personal integrity and honesty 

 ability to lead,  while accepting ideas from other people 

 commitment to quality, and accuracy in performing tasks.  

 high degree of initiative and responsibility  

 ability to work under pressure  
 

 

 



 

 

 

Functions and duties 

The incumbent will be expected to: 

 supervise the workings of all the accounts offices of the schools and the Society 

 coordinate with the Principals to rationalize work load and job descriptions in all 

the accounts offices 

 conduct quarterly internal audits of all school and Society offices 

 ensure that fee bills in schools are raised in accordance with approved fee 

schedules in a timely manner 

 standardize systems for fee collection and fines 

 ensure that fee-defaulters in all schools are kept to the minimum 

 ensure that non-fee-paying students are admitted only after the required 

sanctions 

 ensure that optimum bank balances and fixed deposits are maintained by the 
schools and the Society 

 ensure that norms for financial approvals are being met 

 develop and implement MIS systems so that the Heads of the schools, and the 
Society, get timely reports on all important financial matters 

 coordinate with the auditors and facilitate their work 

 check quarterly cash flow statements / receipts and payment accounts. 

 check monthly bank reconciliation statements of all the schools 
 exercise control over expenses to see that they are in line with norms 

 file the annual income tax returns 

 assist the schools and the Society in the preparation of budget estimates 

 represent the Society and schools in matters related to the statutory financial 

obligations of the schools such as income tax, GST, PF, Gratuity etc. 

 optimize the incomes and investments of the Society and schools 

 Approve calculations of gratuity, arrears etc. for staff 
 

 

Working hours 

Working hours are usually from 8.30 a.m. to 4.30 p.m., but may include early starts or 
late finishes. At least two Saturdays are working days.  Extra working may be necessary to 
meet  deadlines. 

 


